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BK EVENT CATEGORY::
Dictionary of ECF Events

(A)

Event

Hypertext link

Acknowledgment of Receipt of Transferred Proceeding (csd 3035)

Court Events

Acknowledgment of Transfer Claims
Addendum to Record on Appeal Appeal
Amendment Other
Amendment - Adding new names or changing addresses (fee) Other

Answer to Involuntary Petition Answer/Response
Appellant Designation Appea

Application for Compensation

Motionsg/Applications

Application for FRBP 2004 Examination

Motions/Applications

Application for Final Professional Compensation

Motionsg/Applications

Application for Interim Professional Compensation

Motions/Applications

Application to Employ

Motionsg/Applications

Application to Employ Auctioneer

Trustee/US Trustee

Application to Excuse Debtor(s) from 341(a) Meeting

Motionsg/Applications

Appointment of Trustee in Reopened Case (csd 1491)

Court Events

Appointment of Successor Trustee (csd 1030)

Court Events

(B)

Balance of Schedules and/or Chapter 13 Plan (csd 1099)

Other

mw/4.8.98[p:\...\bkevcatg.wpd]




(©)

Certificate of Readiness of Reporter’s Transcript

Court Events

Certificate of Service Other
Chapter 7 Voluntary Petition (felegre bones Other
Chapter 7 Voluntary Petition, Schedules or Statements Due (fe¢) Other
Chapter 7 Voluntary Petition, all schedules & statement (fee) Other

Court Certificate of Mailing

Court Events

Cross Appeal (fee) Apped
(D)
Default Judgment Orders/Opinion
(Other Orders)
Declaration Answer/Response
Declaration Re: Electronic Filing (Court use Oniy) 1801 Other

Discharge Requesst

Court Events

Discharge of Debtor

Court Events

Discharge of Debtor (Nunc Pro Tunc)

Court Events

Disclosure of Compensation of Attorney for Deltet 1099)

Other

(E)

Exhibit

Other

(F)

Final Installment Payment

Court Events

Findings of Fact & Conclusion of Law

Orders/Opinion
(Other orders)

First Meeting of Creditors

Court Events

mw/4.8.98[p:\...\bkevcatg.wpd]




Q)

Interrogatories Other
Involuntary Petition Other
()
Joinder Other
Judgment Ordersg/Opinion
(Other Orders)
(M)
Memorandum Decision Other
Memorandum of Points & Authorities Answer/Response

Memorandum Re: Return of Documents Under Seal (csd 1463)

Court Events

Minute Order (hearing continued)

Court Events

Minute Order (hearing held)

Court Events

Miscellaneous Notice

Court Events

Motion for Adequate Protection

Motions/Application

Motion for Ex Parte Relief

Motions/Application

Motion for Joint Administration

Motions/Application

Motion for More Definite Statement

Motions/Application

Motion for Relief From Stay (fee)

Motions/Application

Motion for Summary Judgment

Motions/Application

Motion to Appoint

Motions/Application

Motion to Appoint Trustee

Motions/Application

Motion to Assume

Motions/Application

Motion to Avoid Lien

Motions/Application

Motion to Borrow

Motions/Application

mw/4.8.98[p:\...\bkevcatg.wpd]




(M)

Motion to Compel Motions/Application
Motion to Consolidate Motions/Application
Motion to Convert Case Motions/Application
Motion to Deposit Funds Motions/Application
Motion to Dismiss Case Motions/Application
Motion to Extend Time Motions/Application
Motion to Intervene Motions/Application
Motion to Limit Notice Motions/Application
Motion to Reconsider Motions/Application
Motion to Reopen Case (fee) Motions/Application
Motion to Seal Motions/Application
Motion to Sell Free & Clear of Liens Motions/Application
Motion to Vacate Motions/Application
Motion to Waive Appearance at 341(a) Meeting Motions/Application
Motion to Withdrawa Document Motions/Application
Motion to Withdraw as Attorney Motions/Application
Motion to Withdrawal Reference (fee) Motions/Application
(N)
Notice ~Generic~ Other

Notice of Assignment of Claim and Pending Subrogation and Order | Court Events
Thereon (csd 1404)

Notice of Appeal Appesl
Notice of Automatic Stay Notices
Notice of Change in Assigned Judge & Case Number Notices

mw/4.8.98[p:\...\bkevcatg.wpd] 4



(N)

Notice of Change in Date Fixed for Trial/Hearing (csd 1188)

Court Events

Notice of Change of Address (csd 1547)

Notices

Notice to Creditors

Court Events

Notice of Dismissal

Court Events

Notice of Entry (of Judgment or Orders

Notices

Notice of Entry (of Judgement or Order) (csd 1190 & 3050)

Court Events

Notice of Entry of Order Denying the Discharge of Debtor(s)

Court Events

Notice of Entry of Order Vacating Dismissal of Case

Court Events

Notice of Entry of Order Vacating the Discharge of Debtor(s)

Court Events

Notice of Filing of aMotion for Relief From Stay

Notices

Notice of Filing of Case on Transfer From Another District

Court Events

Notice of Filing Proof of Claim by Debtor (or Trustee) (csd 1403)

Court Events

Notice of Hearing on Agreement to Reaffirm Debt (csd 1231) Notices
Notice of Intended Action & Opportunity for Hearing Trustee/US Trustee
Notice of Intent to Distribute Estate Trustee/US Trustee
Notice of Lodgment of Order Notices
Notice of Motion (csd 1182) Notices
Notice of Motion and Hearing (csd 1181 & 3015) Notices

Notice of Proposed Auction

Court Events

Notice of Proposed Order Re: Contempt/Sanctions & Proposed
Findings of Facts (csd 1191)

Court Events

Notice of Public Sale

Court Events

Notice of Recession of Reaffirmation Agreement

Notices

Notice of Reference of case to US District Court

Court Events

Notice of Referral of Appeal Bap

Court Events

mw/4.8.98[p:\...\bkevcatg.wpd]




(N)

Notice of Settlement Conference

Court Events

Notice of Status Conference on Involuntary Petition and Answer
(csd 1120)

Court Events

Notice of Transfer or Remand of Proceedings(csd 1201)

Court Events

Notice of Trial (csd 1187)

Court Events

Notice of Withdrawal of Document

Notices

Notice of Withdrawal of Proof of Claim and Deadline to Object to
Proposed Withdrawal (csd 1407)

Court Events

Notification to Disregard Prior Notice

Court Events

Notice to Take Deposition

Notices

Notice RE: aka/dba Names

Court Events

Notice Regarding Return of Sealed Document(s) (csd 1462)

Court Events

(®)

Objection to Claims

Claim Actions

Objection to Claim and Notice Thereof (csd 2015)

Claim Actions

Objection to Debtor’s Claim of Exemptions Combined with Notig

of Hearing(csd 1140)

teClaim Actions

Objection to Referral to the BAP Appeal

Order ~Generic~ Orders/Opinions
(Other Orders)

Order Appointing Mediator Orders/Opinion
(Other Orders)

Order and Supplement to Final Report & Account by Trustee Orders/Opinions
(Other Orders)

Order Confirming Sale Orders/Opinions
(Other Orders)

mw/4.8.98[p:\...\bkevcatg.wpd]




(®)

Order Directing Debtor to File Schedules & Statements (csd 1126) Orders/Opinions
(Other Orders)
Order Dismissing Case Order/Opinions
(Other Orders)
Order Dismissing Case For Failure to File Sc7hedule & Statements | Orders/Opinions
(Other Orders)
Order Dismissing Case For Failure to Pay Filing Fees Orders/Opinions
(Other Orders)
Order Dismissing Case Without Prejudice for Failure to File Orders/Opinions
Original Decl.. Re: ECF (csd 1802) (Other Orders)
Order Fixing Date to File Proof of Claims & Notice Thereof Court Events
Order for Relief Orderg/Opinions
(Other Orders)
Order for Relief and Order Directing Debtor to File Schedules & Orders/Opinions
Statement (csd 1127) (Other Orders)
Order for Preliminary Injunction Orders/Opinions
(Other Orders)
Order Referring Case for All Further Proceedings Orderg/Opinions
(Other Orders)
Order Setting Last Day to File Claims Orders/Opinions
(Other Orders)
Order to Show Cause Orderg/Opinions
(Other Orders)
Order Transferring Venue Orderg/Opinions
(Other Orders)
Order Vacating an Order Orderg/Opinions
(Other Orders)
Order to Show Cause Orderg/Opinions
(Other Orders)
Opposition Answer/Response

mw/4.8.98[p:\...\bkevcatg.wpd] 7



(P)

Proof of Service Other

(R)
Reaffirmation Agreement (csd 1229) Other
Request for Miscellaneous Notice (Only Supervisor Use) Court Events
Request for Notice RE: aka/dba Names Court Events
Request for Notice of Entry of Order Denying the Discharge of Court Events
Debtor(s)
Request for Notice of Entry of Order Vacating Dismissal of Case Court Events
Request for Notice of Filing of Case on Transfer from Another Court Events
District
Request for Naotification to Disregard Prior Notice Court Events
Request and Notice of Hearing (csd 1181 & 1184) Notices
Request for Hearing on Motion for R/S (csd 1186) Notices

S
Schedules Other
Statement of Financial Affairs Other
Statement of 1ssues on Apped Appeal
Stipulation Other

(T)
Transcript Court Events
Transmittal of Bankruptcy Matters (USDC) (csd 1259) Court Events
Transmittal of Memorandum (BAP) (csd 1252) Court Events
Transmittal of Record on Appea (USDC) (csd 1256) Court Events

mw/4.8.98[p:\...\bkevcatg.wpd] 8



(T)

Transmittal of: (Withdrawal of Reference or Transferred Cases)
(csd 1202)

Court Events

Trustee’s Final Report & Account

Other

Trustee’s Initial Reportcsd 2002)

Other

Trustee’s Rejection of Appointment

Trustee/US Trustee

Trustee’s Report of Inventory

Court Events &
Trustee/US Trustee

Trustee’s Report of No Distributiqpsd 2004)

Other

Trustee’s Report of Salesd 2024)

Trustee/US Trustee

Trustee’s Request for Notice of Proposed Abandonment

Court Events &
Trustee/US Trustee

Trustee’s Request for Notice of Proposed Auction

Court Events &
Trustee/US Trustee

Trustee’s Request for Notice of Proposed Public Sale

Court Events &
Trustee/US Trustee

Trustee’s Request To Set Claims Bar Date

Court Events &
Trustee/US Trustee

(W)

Withdrawal of Claim

Claim Actions

mw/4.8.98[p:\...\bkevcatg.wpd]




ECF Chapter 7 Electronic Filings Flowchart

2. Atty converts 4. Atty converts 5. Atty accesses ECF
I 3. Atty creates ; ;
Petition to PDF Creditor Matrix Creditor Matrix to through Netscape
Start 1. Atty creates Petition .TXT format
Convert to PDF Using Netscape
Navigator for ECF

6. Atty opens case 7. Atty files 11. PS charges atty
|n_ECF & ECF Voluntary Petition & 8. Atty prints Notice 9. Att_y uploads 10. PS generates credit card
assigns case no. attaches PDF of Electronic Filin Creditor Matrix
g Fees Due Report . o
Visa Credit Card
from ECF - TBD

Open A Case Voluntary Petition Creditor Matrices Payment

12. PS processes payment
receipt 13. PS routes case
folder to assigned Case
Register Admin. (CA) See ECF Ch7. Electronic Filings, step 14.

12a. Assigns
trustee

A - - -
judge

Shadowed box indicates step with ECF
training procedure

Public Services Function Case Administration Function Attorney or Trustee Function

12c. Sets 341a

mtg.

ECF Training: ECF Chapter 7 Electronic Filings Flowchart



ECF Chapter 7 Electronic Filings Flowchart

16. CA dockets First
Process continued from 14. CA dockets 5 Meeting of Creditor 17. CA generates 341a
Public Services. Voluntary Petition 15. CA QAs Petition & event in ECF (341a) Notice to BNC in ECF
receipt verifies Creditor
Matrix First Meeting of High Volume Ntc.
Court Events Creditors

16a. Inputs

G i), 16b. Inputs

trustee
16c. Inputs
judge

20. CA dockets Court’s 21. CA dockets or Trustee
19. CA scans 341a Certificate of Mailing files Trustee’s Report of
18. CA receives 341a Notice & creates PDF Event (341a Notice) in No Distribution (NDR) in

Notice from BNC ) ECF ECF
Manual Scanning &

Naming PDF Files Court Events Other (CA)
*See Other Atty/Trustee Trustee/U.S. Trustee (Tr)
Filing Procedures below

See ECF Ch 7.
20a. * Other Atty/Trustee Electronic Filings,

Filing Procedures: step 22.
1. Motions/Applications
2. Answer/Response

3. Notices

Shadowed box indicates step with ECF
W X Indt pwi Public Services Function Case Administration Function Attor

training procedure

ECF Training: ECF Chapter 7 Electronic Filings Flowchart



ECF Chapter 7 Electronic Filings Flowchart

Process continued from Case Administration.

22. CA generates

discharge list from »
ECF 23. CA verifies 24.

discharge RELIEINERIEEP- Y es

Cases Ready for requirements met?
Discharge Report

24a. CA schedules
date to revisit case
status

25. CA dockets
Discharge Requested
event in ECF

Court Events

26. CA generates
discharge to BNC in
ECF

Low Volume Ntc.

28. CA scans
discharge and

~27. CA receives converts to PDF
discharge from BNC

Manual Scanning &
Naming PDF Files

30. CA generates
29. CA dockets Closing Report from

Discharge of Debtor ECF - TBD
event in ECF

31. CA verifies closing

Cases Ready for requirements - TBD

Court Events Discharge Report

32a. CA schedules
date to revisit case | e \[o]
status - TBD

Shadowed box indicates step with ECF
training procedure

ECF Training: ECF Chapter 7 Electronic Filings Flowchart

Public Services Function

32.
Requirements
met? - TBD

33. CA dockets
Close-No-Asset
event & closes case
in ECF - TBD

Court Events

Case Administration Function ~ Attorney or Trustee Function




ECF Chapter 7 Over-the-Counter (OTC)

Filings Flowchart

1. Pub. Svcs. (PS) 5. PS opens case in ECF

G receives & reviews 2. Is Petition 3. Payment by 4. PS receives full & (B2 Sl e 0.
ar Voluntary Petition correct? installment? payment

Open a Case

3a. PS prepares

2a. Rule 5005 review installment order &
process receives payment

(separate process)

6. PS processes payment
receipt 7. PS routes case folder
to assigned Case
Register Admin. (CA) See ECF Ch. 7 OTC Filings, step 8.

6a. Assigns
trustee

H =
judge

Shadowed box indicates step with ECF Public Services Function Case Administration Function
training procedure

6¢. Sets 341a

mtg.

ECF Training: ECF Chapter 7 Over-the-Counter (OTC) Filings Flowchart



ECF Chapter 7 Over-the-Counter (OTC)
Process continued from FI/IngS F/OWChal’t

Public Services.

8. CA scans petition 9. GA uploads Creditor 12, CA dockets First

and converts to PDE Matrix gCrll\éIl;rnoSmCIi/:skette, 10. Céec:ic:icoknetif] \ét(J:lgntafy 11. CA dockets Voluntary Meeting ofCCregdltor 13.CA gener:ét(_es 3Aéla
° Petition Receipt event in ECF (341a) Notice to BNC in ECF

Manual Scanning & Creditor Matrices Voluntary Petition

Naming PDF Files Court Events First Meeting of High Volume Ntc.

Recycle Diskette Creditors

12a. Inputs -

SR, 12b. Inputs

trustee
12c. Inputs
judge

16. CA dockets Court’s

15. CA scans 34la Certificate of Mailing 17. CA receives 18. CA scans NDR & 19. CA dockets Trustee’s
14. CA receives 341a Notice & creates PDF Event (341a Notice) in Trustee’s Report of No converts to PDF Report of No Distribution
Notice from BNC ECF Distribution (NDR) (NDR) event in ECF

Manual Scanning & Event Manual Scanning &
Naming PDF Files Court Events Naming PDF Files Other

*See Other Procedures

below

16a. * Other CA Docketing Procedures:
1. Motions/Applications
2. Notices

3. Answer/Response
4. Orders/Opinions See ECF Ch. 7 OT
5. Adding Creditors Filings, step 20.
6. Deleting Creditors

7. Modifying Creditors

8. Adversary Open an AP Case
9. Adversary Complaint/Summons

10. Adversary Answer g - -

Shadowed box indicates step with ECF

L Public Services Function ~ Case Administration Functi
training procedure

ECF Training: ECF Chapter 7 Over-the-Counter (OTC) Filings Flowchart




ECF Chapter 7 Over-the-Counter (OTC)
Filings Flowchart

Process continued from Case Administration.

d_20. EA gePe{?tes 23. CA dockets 24. CA generates
ischarge list from ; g - ;
ECF 21. CA verifies 29 DISCZ\?;?\?iEeSgESIEd dlschargEeCtI(__) BNC in . 25 CA receives
discharge Requirements =S discharge from BNC

Cases Ready for requirements met?
Discharge Report

Court Events Low Volume Ntc.

22a. CA schedules
date to revisit case { Em———[¢]
status

26. CA scans
discharge and
converts to PDF

Manual Scanning &
Naming PDF Files

28. CA generates

Closing Report from 31. CA dockets
27. CA dockets ECF . TBD o Close-No-Asset

29. CA verifies closing Requirements event & closes case
Cases Ready for requirements - TBD mqet,) oD in ECF - TBD
Closing Report ’

Discharge of Debtor
event in ECF

Court Events Court Events

30a. CA schedules
date to revisit case
status - TBD

g ®H =

Shadowed box indicates step with ECF Public Services Function Case Administration Function
training procedure

ECF Training: ECF Chapter 7 Over-the-Counter (OTC) Filings Flowchart




ECF Train-the-Trainer

Using Netscape Navigator
for Electronic Case Filing (ECF)

The following instructions will guide you in the basic use of Netscape Navigator for
Electronic Case Filing (ECF). Please be aware that these instructions are not
complete instructions for using Netscape, but they should be sufficient for accessing
Netscape and for using it to get to the U. S. Bankruptcy Court - Southern District of
California’s ECF web site location.

This Table of Contents will show you how these instructions are structured and
where to find the section that interests you.

Table of Contents

I. Accessing Netscape Navigator

[I. Accessing the U. S. Bankruptcy Court - Southern District of California Web Site
[ll. Accessing the ECF System

IV. Logging In to the ECF System

V. Closing ECF

. Accessing Netscape Navigator

On your PC desktop, you will find the Netscape Navigator icon. It looks like this:

Metzoape

M avigator
Access [*] To access Netscape Navigator, double-click on the Netscape
Navigator Navigator icon on the Windows NT desktop.

[*] ] The Netscape Navigator application opens.

The Netscape Navigator screen looks like this:

Using Netscape Navigator page 1
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4~ Metzcape | [F]x]
Eile Edit “iew Go Bookmarks Options Directory ‘Window  Help

G | o | B Gy | = A A

Bzl Farward Homne Felosd Imeges Cpeh FHfit: Fitid Stop
Location:

o [n]
m j N
YWihat's Mew? | Wwhat's Cool? | Destinations | Met Search | Peaple | Saftware | S

e TR =7

Il. Accessing the U. S. Bankruptcy Court - Southern District of California Web
Site

After you have accessed the Netscape Navigator program by double clicking on
the Netscape icon, you must next enter the specific URL address to access the web
site for U. S. Bankruptcy Court - California Southern district (USBC-CAS). This
specific web site allows you access to the ECF system.

Access USBC [® To access the U.S. Bankruptcy Court - California Southern’s
- CAS Web web site, click on Open on the Netscape Navigator button bar.

Site

[*] *] The Open Location dialog box appears. It looks like this:

page 2 USBC CAS Education & Training Team




ECF Train-the-Trainer

Open Location Ed |

Open Location:

Cancel | Open I

[*] Type the following URL address in the Open Location dialog
box:

http://www.casb.uscourts.gov
Then press <ENTER>, or click on the Open button.

] The U.S. Bankruptcy Court - Southern District of California’s
web site appears. It look like this:

Welcome to the Home Page for the Southern District of Califorma Bankruptey Court.

Southern District of California - Docutment Filing Swatem.
Southern District of California Bankouptey Court - Document Filing System - Tramine area.
Public case information.

Ill. Accessing the ECF System

Access ECF To access ECF, you must use one of the hyperlinks that appear
on the USBC - CAS web site. The hyperlinks appear in blue and
looks like this:

Southern District of Califorma - Deocument Filing Systemn.
Southern District of Calforma Bankruptcy Court - Document Filing Svstem - Traming area.
Public case information.

Note for Trainees: If you are being trained and wish to access
ECF, you will select the hyperlink Southern District of California
Bankruptcy Court - Document Filing System - Training area.

USBC CAS Education & Training Team page 3



Module 3

Note for Attorneys and Trustees: If you are an attorney or
trustee and wish to access ECF, you will select the hyperlink
Southern District of California - Document Filing System.

[*] To access ECF, select the appropriate hyperlink and double-
click on it.

] The ECF log-in screen appears. (Note: It is the same for both
the training hyperlink and the attorney/trustee hyperlink.)

The ECF log-in screen looks like this:

The & a Rasorbetad Wl Sioe B 15 for anthoneed we anly. Dnaeiteneed entey o prabibaed sehject to poose culios mder
Thile 18 of the 1.5 Cade AD sowvbes snd arosees s ae logged

o
N Ul NN RNATRRIAN]

L]

IV. Logging In to the ECF System

Logging In to
ECF

To access ECF, you must provide your assigned log-in
identification number and password.

Important Note: The assigned log-in identification numbers and
passwords are specific for each ECF user group. That is, the
identification numbers and passwords for use in the training ECF
database area cannot access the attorney/trustee ECF database
area, and vice versa. Separate log-in identification numbers and
passwords must be used for each database area.

] Atthe ECF log-in screen, type your ECF identification in the
white Login field. Tab down to the white Key field. Type your ECF
password. Then click on the Submit button.

] ] The ECF Main Menu screen appears. It looks like this:

page 4
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ECF Train-the-Trainer

DCH Arceax

T

L5, Bankruptcy Court
Southern DMsirict of California

Official Court Electronic Document Filing Svstem

From the ECF Main Menu, you are now ready to work in ECF by double-clicking
any of the five blue hypertext links that appear across the top of the Main Menu
screen:

DO Access Court Fadge Bk Events AP Events Feports Restricted

V. Closing ECF

Generally, you should stop loading any web pages before closing ECF.

Closing ECF [ To close ECF, click on the Close icon of the Netscape
Navigator screen. It appears at the top left corner of the screen,
and it looks like this:

/_ Close icon
=1

> ECF closes.

USBC CAS Education & Training Team page 5



Introduction
Login/password

STEP 1 To access the ECF system, click on the Netscape icon.c>

Metzcape Mawvigator

STEP 2

To access the Training Database for Electronic Court Filing, click on the hypertext
link, Document Filing System.

Welcome to the Home Page for the Southern District of California Bankruptcy Court

> Southern District of California Bankruptcy Court - Document Filing System
STEP 3 The following login/key are necessary to advance into the ECF system.
Tt & & Foesmucved Wl Stie. Trin for suthonzed use enly. Tasothanred ey @ probibered mbgect to progecunion uader Tide
13 e the T8 Code AR arirses ol sooe nmes ore lageed
By |=
. S=
Login Screen
April 8, 1998 Education and Training Department
login.mw




STEP4 If you are filing a document in a bankruptcy case, click on Bk Events.
If you are filing adocument in a an adversary case, click on AP Events.

Menu Type

STEPS5 To docket any document related to categories below, refer to particular section of
ECF manual. (e.g., for motion or application, go to Motions/Application section.)

Main Menu

April 8, 1998 Education and Training Department
login.mw 2



Open a Case

Opening a Case is the starting point of putting a bankruptcy case on the ECF system. During this
process you will enter the necessary information regarding the debtor and some basic statistical
information. The following instruction will guide you through the Electronic Case Filing (ECF)
system for opening a bankruptcy case.

STEP 1 Click on Open a Case hypertext link to docket case information.

STEP 2 The Case Data screen will not all you to enter a case number or the Date Filed.

Case Data
Doclket MNumber:

Office: ISan Diego (3) *I

Date Filed: | 1/22/1335

Nextl Clear |

Figurel

€ The San Diego Office code (3) isadefault field. (See Figure 1)
4 Click on the [Next] button.

STEP 3 Thelnformation Regarding Debtor screen will appear. The following fields are to

identify debtors case specifics and should reflect the petition cover sheet.
(SeeFigure2)

Case Data

Case Number, Office: 3 Date Filed: 7/31/1998

INFOERRATICN EEGARDING DEETOR

Joumt Petition; m

Type of Debtor 7 &
cc |

Chapter
¥ Indnndual [ Railroad
[ Corporation | [T Stockbroker

Fee Status:
[ Partnership | [ Commodity Broker Hature of Debt Icunsumer :I.

[ Other WVoluntary: Ivoluntary '|
Eeopened: I j
IMext | Clear |
Figure2
August 13, 1998 Education and Training Department

ocaty.mw 1



& To select Type of Debtor click inside appropriate box to insert a check mark. (i.e.
if debtor is not abusiness select Individual .)

& |f the debtor filing has ajoint debtor, click on the ¥ arrow to the right of Joint

Petition field and select y (yes).

The Chapter field will default to 7.

The Fee Statusfield will default to (cc) for credit card. If the fees are received

ininstallments or paid in full, click on the ¥ arrow to the right of Fee Status

field and select (i) for installments or (p) for paid.

4 TheNature of Debt field will default to consumer. If the debtor is a business,
click onthe ¥ arrow to the right of the nature of debt and select (business).

& |f debtor isfiling as a business, click on the ¥ arrow to the right of Type of
Business and select business type.

€ TheVoluntary field will default to voluntary.

4 Click on the [Next] button to continue.

L 2R 4

STEP 4 The Statistical/Administration Information screen will appear. The following fields
will allow you to enter the debtor’s asset status. All chapter seven cases begin as a no
asset case. For the next three fields, use the petition cover sheet to adjust fields
appropriately(See Figure 3)

Case Data
Diocket Mumber: Office: 3 Date Filed: 172201958
STATISTIC ALADMINISTR ATION INFORMATION
Aiszet Motice: ||no ©
Estimated Mumber of Creditors: |2 {16-49) 'l
Estirnated Assets: |3($1DD,DDD—$499,999) j
Estimated Liabilities: |[3 ($100,000-§499,939) H
| Clear |
Figure3
€ TheAsset Notice field will default toNo for chapter 7's. (No asset cases)
€ TheEstimated Number of Creditorsfield defaults to 1, click inside the box to
modify number (1 through 6).
& TheEstimated Assetsfield defaults to 1, click inside the box to modify
number (1 through 8).
4 TheEstimated Liabilities field defaults to 1, click inside the box to modify
number (1 through 8).
4 Click on the[Next] button to continue.
August 13, 1998 Education and Training Department

ocaty.mw



STEP5 TheAdd Party screen will appear. (See Figure 4)

Lesociate a party with the case
Enter at least the first letter of the last name of the Party and press the Search Button

Select Party whose last name starts with: -

End Party Selection

Figure4

a. Enter at least thefirst letter of the last name of Party and click on the
[Sear ch] button. Use a capital letter. (See Figure 4)

b. If the party you're searching for appears, click on it. The debtor’s address
will appear to the right, verify address and S&k Figure5) Verify that
theparty roleis Debtor (db:pty). If debtor does not have an attorney, selec®he
arrow to the right oProSe: and select yes. Click on tfhRext] button and proceed
to Step 5D.

c. Ifyou can not find the Party in the system, click on the
[Create New Party] button to advance to New Person Information screen, then
proceed tdstep 6. (SeeFigure5)

Note: If the [Create New Party] button does not show, use your scroll bar to the right, to
advance screen.

Bugr Revialbls

SEH: 3. Biay

1856 Las Jolla Village Er

La Fella CA 210700073 08073

Select B posty role 7 tar By FreSa
|I: b (el i | i

Fariv Texx:

E you can nal Bad the Farfy i the wyrtem, ook on "Creste
Herw Farsy'

Figure5

d. TheModify Address screen will appea(See Figure 6)

Elrt Fleymeslede Z200 2400000 447 05
Oifice |

Addeess | 111:|bl!.i L Jodla Willage D,

Address 2 |
Address 3
City fLa Jolls Stane [CA:
N T — S —
Thear |

Submit |  Feset |

Figure6
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€ The screen will appear every time you select a debtor that has previously -

filed a petition.
& |f theaddressisincorrect, click inside necessary fields to make corrections.
4 Click on the [Submit] button to continue, then proceed to Step 8.

STEP 6 TheNew Person Information screen will appear. This screen is designed to
accomondate all possible needs of a new person being add to the case. (See Figure 7)

New Person Information

Last Mame ||| Role [Debtor (db:pty) [
First Name | Middle Name [ |
Generation | | Tile |
ssw[ ] TxDD [ |
Office || Address 1 |
Address 2 || Address 3 |
City | State [ |
e [ Cowntry [ |
County [San Diego | Phone ||
ProSe [no 5] Party Text ||
Figure7

Click inside the Last Name field to type in debtors name. Use your tab key to
advance to next field.

Verify that the Role of new person being added is debtor.

Depending on the debtors information, you may skip the following fields if not
applicable. ( Middle Name, Generation, Title, Tax ID, Office and Country)

If debtor does not have an attorney, select the ¥ arrow to the right of Pro Se and
select yes. Click on the [Submit] button to continue.

* 66 o

STEP 7 Pressthe[Continue] button to proceed with the processing of selected debtor.

STEP 8 TheCreate Alias screen will appear. (See Figure 8)

Create an alias for Eeynolds, Burt (3083)
Enter at least the first letter of the last name of the Alias and press the Search Button,

Select Ahas whose last name starts with: IRI search |

End Alas Zelechon

Figure8

& |f the debtor has no aliaslisted, click on the hypertext link End Alias Selection,
then proceed to Step 13.

& Enter at least thefirst |etter of the last name of the Alias and click on the
[Sear ch] button.

August 13, 1998 Education and Training Department
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4 |f you can not find the Alias in the system, click on the [Create New Aliag] -

button. (See Figure9).

Feyna, Focio Euss Eeynolds

Fieyna, Fuben S3M 123-45-6789
1234 main street
e san diego CA 92111 06073

Feynolds, Burt
Feynolds, Burt

Zelect the alias type.

|Alsu Known As (aka)
Ifyou can not find the Alias in the system, click on 'Create
Mew Alias'

Figure9

STEP9 TheNew Alias | nformation screen will appear. (See Figure 10)

IMew Ahasz Information

Last IName I || Eole |AISD known &5 (aka)
s | Lo
IMame IMame
CGreneration
Figure 10

€ Enter debtor’s alias in the fields provided.

€ The default for the role of debtor’s alias is aka& known As). Click on

the ¥ arrow to select appropriate. Rafies., Doing Business As (dba),

Formerly Doing Business As (fdba), Formerly Known As (fka), etc.)

@ Click on the[Submit] button. Repeat process until all alias’ have been added.

STEP 10 Click on the[Continue] button to continue processing the added alias.

STEP 11 To add the joint debtor to the system, ref&tgps 5-9.

STEP 12 If you have no more Alias’ to add, click on the hypertext Emid Alias Selection

August 13, 1998 Education and Training Department
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STEP 13 The case number will appear stating the case has been opened. To docket the -

Voluntary Petition, click on Docket L ead Event? (See Figure 11)

DT Access Court Fage Bk Events AP Events Reports

Caze WNumber 28-320030 has been opened.

Docket Lead Event?
Figure1l

Note: ECF cases will begin with the number 3 following the year. (i.e., 98-30030)

TO CONTINUE, FOLLOW JOB AID FOR VOLUNTARY PETITION.
Beginning with Step 2.

August 13, 1998 Education and Training Department
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Converting

How to Convert to PDF
Voluntary Petition (Bankruptcy 2000)

avoluntary petition to Portable Document Format (PDF) will assist you when

attaching your document when using the Electronic Case Filing ( ECF) system.

STEP1 To access petition software, click on the BK2000 icon. =¥
(SeeFigurel)
. . T Figurel
STEP 2 Enter al necessary information for petitioning debtor(s).
STEP 3 Click on Preview from the Bankruptcy 2000 menu bar. (See Figure 2)
4 Click on Form 1. Voluntary Petition from the drop down menu to view the
Voluntary Petition.
o Bankruytor 2RF - [U nhtledB]
E= File Edit Enty P
Figure 2
STEP 4 The Petition cover page will appear. (See Figure 3)
€ Review Petition information before converting to a pdf file.
— ST e
Vi aTeE FHgEorg 08 [sere ek e Spisc s doadar
| [T e B —
e | s
: E:l- H 1.;::_.’ i B :: : -_-\.IEE D apail
=¥ T e |
e et oo Meghe Seiwic
| Fom i Cami
Eluagies || Thamall By 55 15 0 = Fodar b o et ot i B i s
[tes o el Pyt e i 1 1 S el i e v ol e ey
& Dot of e B - 0 sl B e ::":l_‘l':::::':-r*'r-—ﬂ-
:I.l-ﬂmirl-ﬂ-i Lrme sy e ———
s
G BE R MR AN ROeTER
I:"- ‘I: [ [ JRETT L
T T e e e e me
Figure4
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STEP5 Click on File from the Bankrutpcy 2000 menu bar to select the Print option. -

€ The Select Formsto Print screen will appear. (See Figure 2)
@ Click on the box to the left of Chapter 7 under Print full.
4 Click on the [Print] button to continue.

i Select Forms to Print

DEaTTT TS

Il ) e

Figure5

STEP6 ThePrint Dialog Box will appear. (See Figure 6)

4 Click onthe ¥ arrow to the right of the Name: field.
@ Click on Acrobat PDFWriter to convert the petition to a pdf file.
4 Click on the [OK] button to continue.

WIS 04NTNG_4M_L

WIS OATHG_dk_0
WWUSBCADALC PC O
“MUSBECYPHASERSED COLOR_0
aAcrobat PO PwWriter

Figure 6
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STEP7 The Save PDF File As screen will appear. (See Figure 7)
€ Renamethe File Name:(i.e., volpl.pdf)
4 Click on the [OK] button to continue.

Save PDF File As

volpl. pdf

20008mrs. pdf [= N

3000Enhrg. pdf efold
30008t pof = pdf-folder
30003zum. pdf

30025mrz. pdf
rikrdiz. pdf
wolp. pdf

FOF fles(-POF) 8] o . el vrere] | SHBHEI
I
Figure?7

STEP8 TheAbrobat PDFWriter Document Infor mation screen will appear. (See Figure 8)
€ Enter the name of the document being filed. (i.e., Voluntary Petition)
@ Click onthe ¥ arrow to theright of the Drivers: field to select designated drive for
pdf files.
4 Click on the [OK] button to continue.

Acrobat PDPwnter Document Information E

"Waluntary Petition

Thefileis now an Adobe PDF file under the newly assigned name, and the original document
remainsin itsoriginal formunder the original name.

April 8, 1998 Education and Training Department
volp.pdf 3



How to Convert Documentsto a PDF File

Conversion of any word processing document to a Portable Document Format (PDF) is required
before submission to the court’s electronic case filing system. The process can be accomplished
in one of two ways depending on the word processing program you are using.

For WordPerfect:
STEP1 Open the document to be converted.

STEP 2 Click on theFile drop down menu to select tReint option. The print dialog box
will appear.
€ Select the option to change the selected printer. A drop-down window
menu with a list of printer choices is displayed.

STEP 3 SelectAdobe PDF Writer 3.x.

STEP 4 Click on the[Print] button in the dialog box. The file will not actually print out;
instead the option to save the file as a PDF will appear.

STEP5 Name the file, using the naming convention. (See attached)ptifieextension
will automatically be added.

STEP 6 Accept the option by clicking on th®K] button. The file is converted to a PDF
document.

Note: Depending on the word processing being used, it may be necessary to find the printer
selection option elsewhere. At that point, change the printer to Adobe PDF Wkiter.3.x,
and following the instructions above.

For Microsoft Word 95 or Later:
STEP1 Open the document to be converted.

STEP 2 Click on theFile drop down menu to seleCteate Adobe PDF.

STEP 3 Name the file, using the naming convention. (See attached)ptifieextension
will automatically be added.

Thefileis now an Adobe PDF file under the newly assigned name, and the original document
remainsin itsoriginal formunder the original name.

April 9, 1998 Education and Training Department
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To create afile name:

A. Use the case number on the pleading, do not include year: Example - 10001, 12345,
06976, etc. (Use dl five digits of case number.)

B. Identify the pleading: Example - motion, order, voluntary petition, etc. Use |etters from
the document name, example - motion, order, voluntary petition, tr ustee r gjection, etc.

C. Combine A and B to create the file name: Example - 10001m, 123450, 06976vp, €tc.

NOTE:

*1f you have more than one of the same type of pleading for the same case, process A

- C, but add a number to identify the first, second, third, etc. Example - 10001m1,

10001m2, 10001m3, €tc.

*1f apleading is not listed on the Naming Pdf Files List (see below), create a PDF
filename by processing A - C.

ECF Dictionary:

Applications a
Notices n

Other

Certificate of Service
Certificate of Mailing
Petition

Adversary

Summons
Interrogatories
Reaffirmation Agreement
Schedules

Stipulation

Objection to Claim
Acknowledgment of
Transfer

Withdrawal of Claim
Disclosure Statement
Exhibit

Amendments

Notice to Creditors

Naming PDF FilesList

cm
vp

int
ra

stp
oc

wc
ds
ex
as
nc

Counter Designation
Designation of Content
District Court Rule 9
Statement
Memorandum of BAP
Motion to Leave to
Appeal

M otions m
Orders o]
Answer/Response
Answer to Invol. Petition aip
Declaration dc
Memorandum of Points
And Authorities pa
Opposition/Objection op
Response/Reply r
Trustee/U.S. Trustee
Notice of Intent to Dist. nid
Order and Supplement
To Final Rpt and Acct ofr
Final Report and Account fra
Trustee’s Rejection trj
Report of Sale sr

Appeal

cd Notice of Appeal nap

dc Statement of Issues

on Appeal sia
dcer Transcript ts
bap Transmission of Record
of Appeal tra

mla

April 9,1998
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Voluntary Petition

The Voluntary Petition is the beginning of a bankruptcy. The following instruction will guide
you through the Electronic Case Filing (ECF) system for docketing the voluntary petition.

STEP 1 Click on Other hypertext link from the ECF main menu.
STEP 2 The Case Number screen will appear. (See Figure 1)

Mhscellaneons

|98'30023 Enter a case number in the format 96-12345

Click on the Subimit Button to Continue

Submit | Clear

Figurel

€ Enter acase number, and click on the[Submit] button to continue.
& |f the computer prompts that you entered an invalid case number, click on
Back hypertext link to re-enter the case number.
STEP 3 TheCase Verification screen will appear. (See Figure 2)

Miscellaneous

598-30023 Monroe hMulvaney

If the list of cases shown above 15 incerrect, click the back butbon of the broswer to change it.

Click on the Subtat Button to Continue

Submit | Clear

Figure2

& Verify the case number and case name.

€ |f case number and name do not match, click on the Netscape Back button
to re-enter the case number.

4 Click on the [Submit] button to continue.

April 6, 1998 Education and Training Department
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STEP4 TheParty Filer screen will appear. (See Figure 3)

Mhscellaneous

Select from the followang hst the party for whom vou are fihng this document.

kubsanesy, Monroe [phedhb] (29300 2

Select (above) or add (Add/create mew party linko) the person.

Lddicreate new party

Chcl: on the Submit Button to Contine
Figure3

& Sclect the party the attorney represents, then click on the [Submit] button to
continue.

4 |f more than one debtor, press and hold the ctrl key, then click on the appropriate
debtor(s).

STEP5 TheEvent Type screen will appear. (See Figure 4)

Miscellaneons

Zelect the type of document(s) bemg filed.

Balance of Schedules andfar Chapter 13 Flan
Brief

Cerificate of Mailing

Cerificate of Service

Chapter 7 »oluntary Fetition

Chapter ¥ “oluntary Fetition, Schedules or Statements Due
(Chapter 7 %olu r'ntia.r-:..-' FPetition. all schedules & statements

Clerk's Entry of Default

Click on the Subnut Button to O ontinue

Figure4

& Verify the Voluntary Petition to determine which event is appropriate.
» Chapter 7 Voluntary Petition (fee) barebones
 Chapter 7 Voluntary Petition, Schedules or Statements Due (fee)
 Chapter 7 Voluntary Petition, all schedules & statements (fee)

4 Click on the [Submit] button to continue.
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STEP 6 The Pdf Attachment screen will appear. (See Figure 5)

Miascellaneous

¥l Last Document {clear this check box if you have attachments to submit with this transaction).

Select the pdf filenaime of the docwment vou are filing.

FPlease view the PDF docwmnent before vou submit it. This ensures that vou are filing the
correct document and that the PDF conversion process worked properly.

|T:'\pdf\CSD1163.pdf Browse... |
Subrnit I Clear |
Figure5

@ |f there are supporting documents, click on the box next to the words L ast
Document, to remove check mark.
€ Sclect the pdf filename of the document you are filing by using the
following methods:
1. Enter the full filename of the document to be filed in the text box; or
2. Click on the[Browse...] button to navigate to the appropriate directory and
file to select the document.
a. Click on ¥ arrow to theright of Look in: to select Temp
on ‘Mis05\voll' (T:). Use scroll bar
b. Double click on folder titled pdf. (Use scroll bar.)
c. Click on ¥ arrow to the right of Files of type: to select
Acrobat (*.pdf).
d. Highlight the PDF file with oneright click of the mouse.
e. Select open on the menu with right click; to brings up the document for
viewing and verification.
f. Close document with clicking on “X” in the upper right-hand corner.
g. Click onthe[Open] button to insert the filename in the text box.
h. Click on the [Submit] button, If there are no supporting documents,
proceed to Step 8.

April 6, 1998 Education and Training Department
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STEP 7 The Attachment screen will appear. (See Figure 6)

L 2R 4

2

MMascellaneous
Clollecting document # 2

Type of attaclument Drescripton

IPrDDf of Service j IDf Fetition
M T.ast Drecument (clear this check ko if wou hawe attachments te submit with this transaction)

Zelect the pdf filename of the document you are fling.

FPlease view the PDF docmment before you submit it. This ensures that von are filing the
correct document and that the PDF conversion process worked propexly.

IT.\pdf\CSD1 1580, pdf Browse I
Submit | Clear I
Figure6

Click onthe ¥ arrow and click on the type of attachment.

To describe the supporting document, click inside the Description box and type
in description.

For more than one supporting document, click on the box next to L ast
Document to remove the check mark.

Typein full file name of the first supporting document, or use the [Browse...]
button, repeat Step 6. 2(c-h).

If last attachment, click on the [Submit] button.

STEP 8 The Data Element screen will appear. (See Figure 7)

*

2

The following are addiional data elements related to this decket entry, please fill them in as appropriate. Ifno
data elements appear sitmply press the next button to contine with this filing.
Declaration re: ECF DueDeadlme - Information

Enter Declaration due date [optional field]
4/6/1998

Click on the Submit Button to Continye

Submit | Clear |

Figure?7

The following are additional data elements related to this docket entry.
Prepare Declaration re: ECF Due Deadline information. File Declaration at
Courthouse.

Click on the [Submit] button to continue.

April 6, 1998
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STEP9 TheModify Text screen will appear. (See Figure 8)

Miscellaneous

FPlease confirm the docket tesxt shown below,; if it 15 correct then press the nesxt button (below) else wou
mmust re-create the event.

Chapter 7 Voluntary Petition, Schedules &-T & Statement of Financial Affairs. Subtmission of this

document constitutes, f necessary, a credit card authrotzation. Il
Declaration re: ECFE due by 4/6/12%5, filed by Warren, IMonette on behalf of TWlulvnew,
MMonroe. (Warren, Monette)

Click on the Submit Button to Continue

Submit | Clear

Figure8

& To further define the petition, click inside free text box and enter any pertinent
information.
4 Click on the [Submit] button to continue.

STEP 10 TheFinal Approval screen will appear. (See Figure 9)

DCI¥ Access Court Page Bk Events AP Events Reports
Miscellaneous
Final Approval

Ezxarmine the docket text shown below.
This subamission 15 subject to review, modification or rejection by the Clerk of Court.

Chapter 7 Vohmtary Petition, Schedules A-T & Statement of Financial Affaurs.
Submussion of tlus document constitutes, if necessary, a credit card authroization.
Declaration re: ECF due by 4/6/1998, filed by Warren, Monette on behalf of Mulvney,
Monroe. (Warren, Monette)

Final Submission.

I‘ Subrmt filing to court

Figure9

& Verify Final Docket text.

& |If fina docket text is correct, proceed to Step 11.

& If fina docket text isincorrect, to modify a previous screen, click on the
Back button at the top of the Netscape screen to find the screen to be
modified.

€ To abort or restart the transaction, click on Bk Events.

STEP 11 Click on Submit filing to court.

April 6, 1998 Education and Training Department
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STEP 12 Click on the [Print] button at the upper left-hand corner of the Netscape screen to print
out the Notice of Electronic Filing.
The Notice of Electronic Filing will appear each time you submit a filing to the court
through the ECF System. Each notice will include the following:

Who filed the document:

Date and Time:

Case Name:

Case Number:

Document Number:

Docket Text:

Document Description:

Original filename (pdf):

Electronic document Stamp:

LR 2 2K 2K 2K 2K 2R 2K 2

DCN Access Court Page Ek Ewvents AP Events Reports

0.5, Bankruptey Court
Generic Bankouptey Court
Motice of Electronic Filing

The following transaction was received from Warren, Monette on 22171998 at 7:34pm

Case Name: Monroe Mulvaney
Case Number: 98-30031
Related To Case Number:

Document Number: 1

Docket Text:

Chapter 7 Woluntary Petition, Schedules &-T & Statement of Financial Affairs. Submission of this
document constitutes, fnecessary, a credit card authroization. Declaration re: BECF due by /61998,
fled by Warren, Monette on behalf’ of Mulvaney, Monroe (Warren, honette)

The foellowing document(s) are associated with this transaction:

Document descrption: Iv{ain Document
Onigmal fillename: T/pdifvelp pdf

Flectronic document Stamp:

Notice of Electronic Filing

April 6, 1998 Education and Training Department
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Upload Creditor Matricesinto the ECF System

A creditor matrix contains creditor information, such as the name of the creditor and their
mailing address. Thisinformation is used for noticing, and claims information, when applicable.
The following instructions will guide you to upload the creditor information (.txt file) to the
Electronic Case Filing (ECF) system.

STEP1 Createthe creditor matrix and save thefileinto a.txt file.

STEP 2 Accessthe ECF system using Netscape.

STEP 3 Click on Bk Events. (See Figure 1)

DCN Access CoutPage  BkEvents AP Events  Reports  Restricted

Figurel

STEP 4 Click on Creditor Maintenance hypertext link from the ECF main menu to attach the
creditor matrix to the related bankruptcy case. (See Figure 2)

FPleaze zelect the type of document to be filed.

@ Tlotions/ Applications @ Motices 2 Orders/Opinions
@ Dlan @ ippeal @ AnswerBesponse
@ Claim Actions @ Trustee/US Trustee @ Other

@ 4 dversary Proceedings @ Creditor IMaintenance @ Court Events

@ Open a Case

@ 4dd document(s) to an existing docket entry

STamiary 1998 [

Main Menu
Figure2

April 03, 1998 Education and Training Department
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STEP5 TheCreditor Processing screen will appear. (See Figure 3)

Figure3

@ Click on Upload a creditor Matrix hypertext link.

STEP6 TheUpload a File screen will appear. (See Figure 4)

_Subrit | - _Clear|

Figure4

4 Enter the case number.
4 Click on the [Submit] button to continue.

April 03, 1998 Education and Training Department
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STEP7 TheLoad Creditor Information screen will appear. (See Figure5)

Load Creditor Information

Case Nuniber 36-0113

Enter name of file and click on Next
Example: c:\creditorscn

[AACredemo.td | Drowse,, |

Subirmit | Clear

Figure5

€ Select the document filename of the creditor matrix by using one of the following
methods:
1. Enter the full filename of the creditor matrix in the space provided; or
2. Click onthe [Browser...] button to navigate to the appropriate directory and
select the matrix (.txt).
a. Double click on the matrix filename.
b. Highlight the Text (.txt) file with one right click of the mouse button.
c. Select Open on the drop down menu with left click, for viewing and
verification.
d. Count the creditors on the matrix for atotal of creditorsfor comparisonin
Step 8.
e. Closethe matrix by clickingon™ X" in the upper right-hand corner.
f. Click onthe [Open] button to attach the matrix to the bankruptcy case.
g. Click onthe [Submit] button to continue.
NOTE: When opening a.txt file for the first time on your PC, select the
application in which the .txt file will be read.

STEP 8 The Total Creditors Entered screen will appear. (See Figure 6)

Total Creditors
Entered

Verify

Toial Creditors Entered 2

If correct click on Comanit or click here to retirn fo main menu

i Commit Clear |

Figure6

April 03, 1998 Education and Training Department
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Verify the creditor count information.

L 2R 2K 2

If correct, Click on the [Commit] button. Proceed to Step 9.
If incorrect, Click on Back hypertext link to return to the previous screen. (See

Figure7) Then, Click on to return to main menu hypertext link. Thiswill return

you to Step 3. (Example: creditors on wrong case number.)

Frs!

The eaee cembir ot mpait B (36- 1008 deea oo maich e case el e eered & the premmy
ey g [6-00100 Check fhat wou mre upbooding e comsot e o cose 161002

Busi

Figure7

STEP9 TheCreditor Receipt screen will appear. (See Figure 8)

Creditors Receipt

Case IMNumber

26-01132

Total Creditors Added to Database

2

Figure8

€ Creditors are now attached to the bankruptcy case.

NOTE: Continue to repeat Steps 1 - 9 for each creditor matrix to a bankruptcy case.

April 03, 1998
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M otions/Applications

Motionsor Applicationsare pleadingsrequesting the court to order and ruleinfavor of theapplicant.
The following instruction will guide you through the process for any motions or applications.

STEP1 Click on Moations/Applications hypertext link to docket related motions or
applications.

STEP 2 The Case Number screen will appear. (See Figure 1)
Motion/Application

Enter a case number in the format 96-123435

Click on the Subtmit Button to Continue

Figurel

€ Enter acase number, and click on the[Submit] button to continue.
& |f the computer prompts that you entered an invalid case number, click on
Back hypertext link to re-enter.

STEP 3 The Case Verification screen will appear. (See Figure 2)

Sl Applic stion
=300 arEnE
B cadedi) shows abowe o icormacr, ook oa & ool Bk shown above [ he e

Tk om the Submat Bitton ks Contamae

Saibenit | Clear |

Figure2

¢ Verify that the case number and case name.

@ |f case number and name do not match, click on the Netscape Back button to
re-enter.

€ Click on the [Submit] button to continue.

April 8, 1998 Education and Training Department
mtapaty 1



STEP 4 The Party Filer screen will appear. (See Figure 3)

Bilmiimn Apprar aiien

Celan Boda et falvanng ki ts paity B whein pod a5 Dy G Jupsasid

e s da i
ELtULARE T L R Nl k)]
B L R L PSSR P TI ER | PR P QR P

b | ESlrem |

Figure3

@ Select from the following list the party for whom you are filing the document.
Click on the down ¥ arrow to the right of the box to scroll through the list.

@ If the party you're searching for appears, click on it. Then clickShiemit]
button to continue and proceedtep 9.

@ If the party does not appear, click on Add/create new party hypertext link.

STEP5 The Add Party Screen will appea(See Figure 4)

Aszociate a party with the case
Enter at least the first letter of the last name of the Party and press the Search Button,

Select Party whose last name starts with: I Search |

Figure4

® Enter at least the first letter of the last name of the party and click on the
[Sear ch] button

Apromic §parry avh e o
Brisr & lEsn e Aret knsr of de L raars. of e Paey sied prous des Searek Budon

Kedecr Paaty vhoss Lar mams mises wits 0 S ch

Meatdw A vl

BEH R 2 HIT

FTI3 Thanael Kowd #10
Laksaids CA, F20-0 GL0TT TI5A,

Fvom can ot Bl e Famy o e rposm. chick s Crests
e P ary'

Cipeie Pl ety | =]

Figure5

a. Click on the dowharrow to the right of the box to scroll through the list.
(See Figure 5).
b. If the party you're searching for appears, click on it. The party name and
address will appear to the right, verify the address.
c. Click on the dowr¥ arrow to the right of the party role box and scroll
through the list to select the title role of the party (i.e. Debtor, Creditor).
Then click thgNext] button.

April 8, 1998 Education and Training Department
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d. The Modify Address screen will appear. (See Figure6)

Heather Adams/S5RE 020-07-2337)
Office I

Address 1 |9?25 Channel Road #F36

Address 2 |
Address 3 |
City [Lakeside State |[Ca |
Zip [az040 Country [USa |
Phone |
Submit | Reset |

Presvious Fage |

Figure6

@ This screen will appear every time you select a party that exists or has been
added to the system

& |f the addressisincorrect, click inside the necessary field to make the
correction.

4 Click on the [Submit] button to continue and proceed to Step 8.

e. If you cannot find the party in the ECF system, click on the [Create New
Party] button.

f. The New Person Information screen will appear. (See Figure7)

Flem Freson Irbrmamin,
Lart Hama | Feusa | T [———— B
Eeribem o] Mk [ 2
Geeren | B 00 |
| e 20 |
=T | deikaboea 1 [
addrenn 2 [ Ao 3 |
I Sule | |
- I Comwr |
Cosnty 5 Dwgr = . 090 |
v | Oua|
Figure?7

€ Enter the party information in appropriate fields. Use the Last Name field for
last name or full business name, press the tab key to advance to the Role field,
and click on the ¥ arrow to the right of the box to select new personsrole, (i.e.,
Creditor (cr:cr), then press the tab key to advance to the First Name field and
enter first name. Note: Bypass all other fields.

€ Click on the [Submit] button to continue.

STEP 7 Press the [Continueg] button to proceed with the processing.

April 8, 1998 Education and Training Department
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STEP 8 The Party Filer screen will appear. (See Figure 8)

Select from the following list the party for wheotm vou are filing this docuwment.

Drew Pearson [
Hanks, Tom [ptyw:db] (3077)
Wilson, Rita [ptyejtdb] (3078
Wittrman, Sandra J. [trtr] (1377)

Select (above) or add (Add/create new party link) the person.

Addicreate new foarty

Cliclke on the Submut Butten to Continue

Subrnit I Clear I
Figure8

@ Select from the following list the party for whom you are filing the document.
@ Click on the [Submit] button to continue.

STEP9 The Document Type screen will appear. (See Figure 9)

Plersan Appdes aiien

Talect B rrpa =l mcbomin) ey Bed

T skt multiphs nrrboms, ekl Sovm des conral (Till Lep 00 wsisor commnas] by LT
urerrl mmd chok on ke gppropmsT oo

Tk on it Tubims Button b0 Clonimms

i | Ol |
Figure9

Usethe AY arrowsto the right of the white box to find the type of motion or
application to befiled, click on it, then click on the [Submit] button to

continue. (See Figure 4)
€ |f mutiple Motions or Applications are being filed, press and hold the ctrl key,

and click the appropriate Motions/Applications.
4 Click on the [Submit] button to continue.

April 8, 1998 Education and Training Department
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STEP 10 The Pdf Attachment screen will appear. (See Figure 10)
@ |f there are supporting documents, click on the box next to the words L ast
Document, to remove check mark.
Tl vati v b ajolies BT
P La# Droctimend (Clfar tas ohech bom i oo hids amackoeeds 1o il Seith e ¥ moscfoon)
Salecy this el Aervams of e docament pou s Ding
Pleave wpeii thye FD'F dacimeil befoas s gidbindl 6, This esesies thisd o sie fileig e
romureri Ao sud dhid i FIVF ronvorman proces s weselied propsibe
IT'\potcmci otz A n po m
] ]
Figure 10
€ Sdlect the pdf filename of the document you are filing by using the following
methods:
1.  Enter thefull filename of the document to be filed in the text box; or
2. Click on the [Browse...] button to navigate to the appropriate directory
and file to select the document.
a.  Click onthe ¥ arrow to the right of Look in: to select Temp on
‘Mis05\Vol1'(T).
b.  Doubleclick on folder titled pdf.
c. Click onthe ¥ arrow to theright of Files of type: to select
Acrobat (*.pdf).
d.  Highlight the pdf file with one right click of the mouse.
e.  Select openon the menu with oneright click to bring up the
document for viewing and verification.
f.  Close document with clicking on "X" in the upper right-hand corner.
g. Click onthe [Open] button to insert filename in the text box.
h.  Click on the [Submit] button. If no supporting documents, proceed
to Step 12
April 8, 1998 Education and Training Department
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STEP 11 TheAttachment screen will appear. (See Figure 11)

Tl A gedie o lmmin
Colla e dorikmisan o 2

Tyies =i stinelmipeist Dla il
[ I

I Lt Decwmnman (clse this check bax & you havs stiec lansnes to ookt wiil tes tassscoen

Falsc e el Elenades o thie Ao cimssnn oo s Tl

Fl=ars visw s FIOF dsmasss befor s ves swbesier 9. This snsmr=s rlism von ss+ filisg dhs
saprmee deripmess and dligi vhs T capys)non precses ssslhed prspaly

I S|

[
Figure1l

Click on the ¥ arrow and click on the type of attachment.

To describe the supporting document, click in the description box and typein the
description.

For more than one supporting document, click on the box next to the Last
Document to remove the check mark.

Type in the full filename of the first supporting document, or use the

[Browse...] button, repeat Steps 10,2(c-h).

If last attachment, click on the [Submit] button to continue.

* & o oo

STEP 12 The Data Element screen will appear. (See Figure 12)

Thee followang mic addebonal dila Cemrrils 1eisd 1o e decdiet entiy, pleasc Bl sicm o ai
mpprepnee I ne dsts demerer appesr eyl prer i memt busen is conimue wrih e fing

I Dot Ang refer o an exrng docoosend n ey cme’ (IF res, choe on e ko
HOTE I ik wennk pes a4 1g iz an F . pauwnll ba prampdsd on &
mubpeguent maesn for as relned oo, Therefers, do ser ool o e foom o eoablal &
eelatyirmaley 10 e moln yon e awernng

Chrk on the Buhron Bution b Cormmun

et ] | e ]
Figure12

& |f the document refersto an existing document, click inside the box to insert a
check mark. Thiswill allow you to link this document to a previously entered
document.

4 Click on the [Submit] button to continue.

April 8, 1998 Education and Training Department
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STEP 13 TheModify Text screen will appear. (See Figure 13)

(R4 DDF-1)

Figure 13

& To further define the document, click on the ¥ arrow to the right of the
first box. (i.e., Amended, Ex Parte, etc.).

€ The second box is used to enter free text; (i.e., RS# - DDP-1). Enter additional
text as needed.

4 Click on the [Submit] button to continue.

STEP 14 TheFinal Approval screen will appear. (See Figure 14)

Figure 14

& Verify Final docket text.

& If final docket text is correct, proceed to Step 15.

& |If final docket text isincorrect, to modify a previous screen, click on the
Netscape Back button to find the screen to be modified.

€ To abort or restart the transaction, click on Bk Events.

STEP 15 Click on Submit filing to court.

April 8, 1998 Education and Training Department
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STEP 16  Click on the [Print] button at the upper left-hand corner of the Netscape screen to
print out the Notice of Electronic Filing.
The Notice of Electronic Filing will appear each time you submit a filing to the
court through the ECF System. Each notice will include the following:

4 Who filed the document:

& Dateand Time:

4 Case Name:

@ Case Number:

4 Document Number:

@ Docket Text:

4 Document Description:

@ Original filename (pdf):

@ Electronic document Stamp:

Notice of Electronic Filing

April 8, 1998 Education and Training Department
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Answer/Response

An answer/response is aformal written statement presented by the parties in a case which form
the basis for the lawsuit and define the issues. The following instructions will guide you through
the Electronic Case Filing (ECF) system for Answer/Response documents.

STEP1 Click on Answer/Response hypertext link from the ECF main menu.

STEP 2 Click on Other Answers hypertext link to continue. (See Figure 1)

Please select the type of Answer to be filed.

@ Reference an existing motionfapphcation

@ Other Answers

Figurel

STEP 3 The Case Number screen will appear. (See Figure 2)

Answer

IEB—SDM 4 Enter a case number m the format 96-12345.

Click on the Submit Butten to Continue

Subimit | Clear

Figure2

4 Enter the case number, and click on the [Submit] button to continue.

€ |f the computer prompts that you have entered an invalid case number, click on
the Back hypertext link to re-enter the case number.

March 31, 1998 Education and Training Department
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STEP4 The Case Verification screen will appear. (See Figure 3)

[Simit] _Clear]

Figure3

& Verify the case number and case name.

€ [f case number and name do not match, click on the Netscape Back button to re-
enter the case number.

4 Click on the [Submit] button to continue.

STEP5 TheParty Filer screen will appear. (SeeFigure4)

"Came An Get It Resturants [oror] (2957)
Cropper. Shaun Edward [ptyaty] (Z886)
Estrada, Fachel Sophia [ptyidb

kita's Dog Grooming Salon [crcr] (29

Taxel Harold S [trte] (1376)

Figure4

*
*

Click on the down ¥ arrow to the right of the box to scroll through the party list.
Click on the attorney name as filing the document. Click on the [Submit] button,
proceed to Step 10 .

& |f the party isnot listed, click on the Add/create new party hypertext link, proceed
toStep 6.

March 31, 1998 Education and Training Department
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STEP6 TheAdd Attorney screen will appear. (SeeFigure5)

Figure5

a. Enter at least thefirst letter of the last name of the Party and click on the[Sear ch]
button.

Figure 6

b. If the party you are searching for appears, click on it. The party’s address will
appear to the right, verify addreg®eFigure6) Verify the party role is identified;
i.e.,Creditor (cr:cr). Click on thelNext] button and proceed fiep 6d.

c. Ifyou can not find the party in the system, click on[@weecate New Party]
button , proceed t8tep 7.

March 31, 1998 Education and Training Department
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d. TheModify Address screen will appear. (See Figure 7)

Figure7

€ Thisscreen will appear every time you select a party that exists or has been
added to the system.

& |f theaddressisincorrect, click inside necessary fields to make corrections.

4 Click on the [Submit] button to continue, proceed to Step 9.

STEP 7 TheNew Person Information screen will appear. (See Figure 8) This screen is designed
to accommodate all possible information of a new person being added to the case.

Dabrai (dbpky]

Figure8

€ Enter the party information, and click on the [Submit] button to continue.
Note: Omit fields that do not apply.(i.e., Generation, Title, Tax ID, Office, etc.)

March 31, 1998 Education and Training Department
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STEP 8 Click on the [Continug] button to continue processing.

STEP9 TheParty Filer screen will appear. (See Figure 9)

"Come An Get It Bes s [cr 57) B
Cropper, Shaun Edward [pty:aty] (2856)
Estrada, Rachel Sophia [phydb] (2925)
Kita's Dog Grooring Salon [oror] (29517

Taxel Harold 3. [trir] (1376)

Figure9

Click on the down ¥ arrow to the right of the box to scroll through the party list.
If more than one party, press and hold ctrl key, then click on the appropriate
parties.

4 Click on the [Submit] button to continue.

L 2R 4

STEP 10 The Answer Type screen will appear. (See Figure 10)

Anszwer to lnvaluntary: Petition
Declaration

kemorandum of Points and Authorities
Oppaosition

Response

Figure 10

March 31, 1998 Education and Training Department
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4 Click onthe ¥ arrow to the right of the box to scroll through the type of answer
being filed. (Example: Response, Declaration, Opposition, etc.)

@ Click to select the document being filed.

4 Click on the [Submit] button to continue.

STEP 11 The Pdf Attachment screen will appear. (See Figure 11)

Answer

V' Last Document (clear this check bosx if you hawe attachments to subrmit with this transaction).

Select the pdf filename of the document you are filing,

Please view the PDF document before you submit it. This ensures that you are filing the correct
document and that the PDIF conversion process worked properly.

|T:\pdfpractice\petition.pdf Browse... |
Subrnit | Clear |
Figure1l

& [f there are supporting documents, click on the box next to the words L ast
Document, to remove check mark.
& Select the pdf filename of the document you are filing by using the
following methods:
1. Enter thefull filename of the document to be filed in the text box; or
2. Click onthe[Browse...] button to navigate to the appropriate directory
and file to select the document.
a. Click on ¥ arrow to the right of Look in: to select Temp on*Mis05\voll’
(T2).
Double click on the folder titled pdf. (Use scroll bar)
Click on ¥ arrow to the right of Files of type: to select Acrobat (*.pdf) .
Highlight the PDF file with oneright click of the mouse.
Select Open on the menu with oneright click, thiswill bring the document
for viewing and verification.
Close the document by clicking on "X" in the upper right-hand corner.
Click on the [Open] button to insert name in the text box.
Click on the [Submit] button to continue. If no supporting documents,
proceed to Step 13

coooT

S@ =~
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STEP 12 The Attachment screen will appear. (See Figure 12)

* & o

*

Figure 12

Click on the ¥ arrow and click on the type of attachment.

To describe the supporting document, click in the Description box and typein
description.

For more than one supporting document, click on the box next to Last Document to
remove the check mark.

Typein full file name of the first supporting document, or use the [Browser...]
button, repeat Step 11, 2(c-h).

If last attachment, click on the [Submit] button to continue.

STEP 13 The Data Element screen will appear. (See Figure 13)

Figure 13

March 31, 1998
responat.pro
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4 Click to place a check mark next to "Does thisfiling refer to an existing document
in this case?'

4 Click on the [Submit] button to continue. If this does not refer to an existing
document, proceed to Step 16.

STEP 14 The Category Type screen will appear. (See Figure 14)

Figure 14

4 Click on the category which your document refers.

& |f multiple categories, press and hold the ctrl key and click on the appropriate
categories.

4 Click on the [Submit] button to continue.

STEP 15 The Document List screen will appear. (See Figure 15)

Figure 15

March 31, 1998 Education and Training Department
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4 Click to place a check mark on the appropriate document for this answer/response
being filed.
4 Click on the [Submit] button to continue.

STEP 16 TheModify Text screen will appear. (See Figure 16)

by Ralph B. Wiowd

Figure 16

Verify the docket text.

Click on the down ¥ arrow to the right of the drop down list box to scroll to select
if document is an Alias, Amended, ExParte, etc.

Enter pertinent information in the second text box, when applicable.

Click on the [Submit] button to continue.

*e oo

STEP 17 TheFinal Approval screen will appear. (SeeFigure 17)

Figure 17

March 31, 1998 Education and Training Department
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Verify the Final Docket Text.

If final docket text is correct, proceed to Step 18.
If final docket text isincorrect, to modify a previous screen, click on the Back
button at the top of the Netscape screen to find the screen to be modified.

To abort or restart the transaction, click on the Bk Events.

* S0

STEP 18 Click on the hypertext link Submit filing to court.
4 Click onthe Print icon at the top of the Netscape screen to print out Notice of
Electronic Filing.

The Notice of Electronic Filing will appear each time you submit afiling to the court
through the ECF system. Each notice will include the following:

4 Who filed the document:
4 Date and Time:
¢ Case Name:
& Case Number:
4 Document Number:
€ Docket Text:
4 Document Description:
4 Original filename (pdf):
4 Electronic Document Stamp:
U.5. Bankruptey Court M
Generic Banlauptey Cowrt
Matice of Electronic Filing
The followang transaction was recerved from "Warren, Monette on 47171998 at 4:4%0m
Case Name: Rachel Sophia Estrada
Case Number: 98-30019-4
Related To Case Number:
Document Number: 18
Docket Text:
Declaration (related document(s)[ 16]) Filed by Warren, IMonette on behalf of Eita's Dog Grooming
Salon (Warren, Ionette)
The following document(s) are associated with this transaction:
Document description: Wain Document
Oniginal filename: T/ipdipractice’petition pdf
Flectrome document Stamp: B
Notice of Electronic Filing
March 31, 1998 Education and Training Department
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Notices

Notices are information concerning a fact, to direct positive knowledge of fact in question or
information sufficient to put a prudent person on inquiry asto such fact. The following instruction
will guide you through the Electronic Case Filing (ECF) system for any notices.

I'n order to enter a hearing date/time/location you must obtain prior approval from the presiding
judge. Contact the Courtroom Deputy for Judge assigned.

STEP 1 Click on Natices hypertext link from the ECF main menu.

STEP 2 The Case Number screen will appear. (See Figure 1)

Notice

IQB'SDDDB Enter a case number i the format 96-12345,

Click on the Subrut Button to Contimie

Submit | Clear |

Figurel

€ Enter acase number, and click on the[Submit] button to continue.
& |f the computer prompts that you entered an invalid case number, click on
Back hypertext link to re-enter.

STEP3 TheCase Verification screen will appear. (See Figure 2)

Notice

58-30008 Burt Reynolds

If the case(s) shown above 15 meorrect, chick on a menu Szl shown above to restart.

Click on the Subtmit Button to Continue

Submit | Clear |

Figure2

€ Veify the case number and case name.

@ |f case number and name do not match, click on the Netscape Back button to
re-enter.

@ Click the [Submit] button to continue.

April 6, 1998 Education and Training Department
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STEP4 TheParty Filer screen will appear. (See Figure 3)

ey e

Feleot foys the [flawmg bl He pa¥e fey advoan pou e ey Hes doomesl

Talecr falt-mwa) of & dd CAGEL v e LFw sy bik] e jgrdan

Al dcrnta nEe Ay

Cheke on the Sohomi Baticn be 2 cxtnus

Sibow| O
Figure3

4 Click onthe ¥ arrow to the right of the box to scroll through the list.

4 Click on the party filing the document. Click on the [Submit] button, proceed to
Step 9.

€ |f the name does not appear, click on the Add/create new party hypertext link.

STEP5 TheAdd Party screen will appear. (See Figure 4)

Associate a party with the case
Enter at least the first letter of the last name of the Party and press the Search Button,

Select Party whose last name starts with: -

Figure4

a. Enter aleast thefirst letter of the last name of the Party and click on the
[Sear ch] button.

b. If the party you're searching for appears, click on it. The party’s address will
appear to the right if debtor, verify address and SSN, if appliqgs€igure 5)
Verify the party role is identified; i.eGreditor (cr:cr). Click on thel Next]
button and proceed &iep 5d.

c. If you can not find the party in the system, click on[(eesate New Party]
button, proceed t8tep 6.

April 6, 1998 Education and Training Department
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Fooaml Moria o Caowi, :
Frizned Sy Criddl Coarrgs oy |
Feordd Moicir Crdil Corp o

Figure5

d. TheModify Address screen will appear. (See Figure 6)

o]
pte |
hddess 2
hddess 3
[
_ =
_ Bl

Figure6

€ Thisscreen will appear every time you select a party that exists or has been add
to the system.

& |If theaddressisincorrect, click inside necessary fields to make corrections.

@ Click on the [Submit] button to continue, proceed to Step 9.

April 6, 1998 Education and Training Department
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Step 6 The New Person I nformation screen will appear. (See Figure 7)

Figure7

€ Enter the party information and click on the [Submit] button to continue.
Note: Omit fields that do not apply. (i.e., generation, Title, Tax ID, Office, etc.)

STEP 7 Click on the [Continue] button to continue processing.

STEP8 TheParty Filer screen will appear. (See Figure 8)

FPadls Abeno L [phok] 2127

Figure8

4 Click onthe ¥ arrow to the right of the box to scroll through party list.

€ |f more than one party, press and hold the ctrl key, then click on the appropriate
parties.

4 Click on the [Submit] button to continue.

April 6, 1998 Education and Training Department
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STEP9 TheEvent Type screen will appear. (See Figure9)

Notice

Select the type of notice(s) being filed.

Motice of Automatic Stay =]
Motice of Change of Address

Motice of Filing of a Mation for Relief from Stay

Motice of Hearing on Agreement to Reaffirm Delt
Motice of Intended Action & Opporunity for Hearing
Matice of Lodgment of Order

Motice of Motion

Motice of Motion and Hearing |

Click on the Submit Button to Continue

Figure9

€ Usethe ¥ arrow to the right of the box to scroll through the event list to select the

document being filed.
4 Click on the [Submit] button to continue.

STEP 10 The Pdf Attachment screen will appear. (See Figure 10)

Notice

Last Decument (clear this check box if wou hawve attachtnents to subsmit with this transaction)

Select the pdf filename of the document you are filing,

Please view the PDF document before you submit it. This enswres that you are filimg the coivect
docmment and that the PDF conversion process worlked properly.

[T dfpracticeriBzzdmrs ot | _Browse. |

_Submit | _Clear |
Figure 10

@ |f there are supporting documents, click on the box next to the words Last
Document, to remove the check mark.
€ Select the pdf filename of the document you are filing by using the following
methods:
1. Enter thefull filename of the document to be filed in the space provided; or
2. Click onthe [Browse...] button to navigate to the appropriate directory and
file to select the document.
a. Click onthe ¥ arrow to the right of Look in: to select Temp on
‘Mis05\Vol1'(T) .
b. Doubleclick on folder titled pdf.
c. Click onthe ¥ arrow to the right of Files of type: to select Acrobat (.pdf*)
d. Highlight the pdf file with one right click of the mouse.

April 6, 1998 Education and Training Department
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e. Select Open from the drop down menu with one right click, thiswill bring
up the document for viewing and verification.

f. Close the document by clicking on “X” in the upper right-hand corner.

g. Click onthe [Open] button to insert the filename in the text box.

h. Click on the [Submit] button to continue. If there are no supporting
documents, proceed to Step 12

STEP 11 The Attachment screen will appear. (See Figure 11)

* 6 & o o

MNotice
Collecting document # 2

Tvpe of attaclhmment Descripton

ICemflcale of Service j Itu:m for Felief From Staw
¥ Last Document (clear this checlk box if wou have attachiments to subrmit with this transaction).

Select the pdf filenaune of the document you are filing.

Please view the PDF docwment before you submit it. This ensures that youn are filing the correct
document and that the PDF conversion process worked propexly.

[Trpof 06220 rs ot Erowse... |

Submit I Clear I
Figure 1l

Click on the ¥ arrow to the right of Type of attachment and click on the type of
attachment.

To describe the supporting document, click inside the Description box and type
description.

For more than one supporting document, click on the box next to Last Document
to remove the check mark.

Typein full filename of the first supporting document, or use the [Browse...]
button, repeat Step 1Q 2(c-h).

If last attachment, click on the [Submit] button to continue.

April 6, 1998
ntcaty.mw
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STEP 12 The Data Element screen will appear. (See Figure 12)

Tea - duis relesed +3 Bar-decka mivy, pasm 8 thms o s pgcpnsie ¥as deh
SR B ey GE R e b v o el B Pl
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TISTT Tk awnd vodi @w koo Bl Biiy 1 8 b TR B o, ks Woll L i i el i il el 11T81s
Fart W peliend wwidwod ThtveFai . oo ol (ba® oy Bl bl i il o e almicsl s 1 The fnoiim Wod don
EmINTTEY

Twle dmowredl Sed (mnwlabery)

Alamnag I enen

b order 8o ety @ bmrmg e et gaom e mrid chimm prisy appeersal bomle prorcieg midps D oviel B
Comrirown Depety for hedge B Jedge mingeed.

TR N PP DT —

Lisdkea

| | |

Enbr ;1 Opposinn o 2t [opaanal Exid]

W
-'In'

Tk onthe Stz Fobion o Cowame

Figure12

Thefollowing are additional data elements related to this docket entry, fill in as
appropriate.

If thisfiling refersto an existing document in this case, click on the box.

Verify date document wasfiled. (Use today’s date)

Click inside Hearing Time: field to enter time and click on AM or PM. Click
inside Hearing Date: to enter date of hearing.

Click on the ¥ arrow to theright of L ocation to choose the Courtroom the hearing
will be held.

The Opposition due - Information date is defaulted.

Click on the [Submit] button to continue. If this document does not refer to any
related document, proceed to Step 15.

*e 6 G060 o
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STEP 13 The Category Type screen will appear. (See Figure 13)

Notice

Please select the category of documents to which your document refers.

ans
answer
appeal
claims
crp
s
Irnation
notice
order
summan

frustee i

Ifoorrect, press Submit,

Figure13

4 Click on the category that you want to link to the document you are filing.

& If multiple categories, press and hold the ctrl key and click on appropriate
category.

4 Click on the [Submit] button to continue.

STEP 14 The Document List screen will appear. (See Figure 14)

MNotice
Include Date = Docket Text
I 01/15/1%%8 3 Lmended Iotion for Eelief from Stay (RS DDF-1 ) scheduled for 271371998 at

10:00 AN at Focm 122, Weinberger Courthouse Objections due by 2/12/1998,
filed by Warren, MMonette of Southern District of California on behalf of Ford
Mortage Company. Filing fee collected, receipt #4582 1. (Warren, Iwlonette)

I correct, press Submit.

Figure 14

4 Click on the box to place a check mark on the appropriate document description.
€ Veify the document being linked is the correct document.
4 Click on the [Submit] button to continue.

April 6, 1998 Education and Training Department
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STEP 15 TheModify Text screen will appear. (See Figure 15)

e

Alias
Amended
Arnendrment to
Consent
Counter

Cross

Eighth
Emergency
Ex Parte

Fifth

Final

First

Fourth

Interirm

Joint - -
mimhly Figure 15

Ornnibus

Fost =

If necessary, angment the docket text shown below.

Motice of Motion and Hearing with Certificate of Service | |

{related document(s)[1]) scheduled for 4/23/19%8 at 10:00 AN at Courtroom 3, Eoom 129, Wemnberger

Courthousze Oppositions due by 431598, filed by Sachs, Michael of Sachs & Fones on behalf of Eeynolds,
Burt (Warren, I

Click on the Subrmit Button to Continue

€ To further define the document, click on the ¥ arrow to the right of the first box and
select Amended, Emergency, Ex Parte, etc., if applicable.

@ Click inside the second text box to add an additional information.

4 Click on the [Submit] button to continue.

STEP 16 TheFinal Approval screen will appear. (SeeFigure 16)

LM Aiveds Courn Faga B vz AF Evanis Repoiin Fogrcied

[iariv i

Final Apgriwval

Exsrzzm fan dockri ot chowa balow

Ther nubwuegan i rebopct do rrewer, modficamen or repchon by e Clek of Coaurt:

Muhice of Matmn sl Hesemyg vl Cerhifseate off Servie (sedaled 4 a1 ]k schedled Jo
/2510 it 1000 ARE ot Cowtrooo 5, Beews 129, Wenbeger Cowthemse Oppasthons due by
A 1HE . fled by Sachs. Richaal of Sache & Fones em bahalf of Eeyunlds, Bod (W oo, AL

Fral Suhreenion

Figure 16

€ Veify Fina docket text.
& [f final docket text is correct, proceed to Step 17.

& If final docket text isincorrect, to modify a previous screen, click on the Netscape
Back button to find the screen to be modified.
¢ To abort or restart the transaction, click on Bk Events.

STEP 17 Click on the hypertext link Submit filing to court.

April 6, 1998 Education and Training Department
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STEP 18 Click on the Print icon at the top of the Netscape screen to print out Notice of

Electronic Filing.

The Notice of Electronic Filing will appear each time you submit afiling to the court
through the ECF System. Each notice will include the following:
Who filed the document:

Date and Time:

Case Name:

Case Number:

Document Number:

Docket Text:

Document Description:

Original filename (pdf):

Electronic document Stamp:

L 2R 2K 2K 2R 2R 2% 2% 2% 4

DCI Access Court Page Bk Ewents AP Ewvents Reports Restricted

U.S. Bankruptey Court
Southern District of California
MNotice of Electronic Filing

The following transaction was recerved from Michael on 3/26/1998 at 5:2%pm

Case Name: Burt Beynolds and Ford Iortage Company
Case Number: 98-30008

Related To Case Number:

Document Number: 5

Docket Text:

Motice of IMotion and Hearing with Certificate of Service scheduled for 412371998 at 10:00 AW at Courtroom 2,
Foom 118, Wemberger Courthouzse Opposttions due by 4091998, filed by Sachs, Michael of Sachs & Fones on
behalf of Eeynalds, Burt (i atren, 3L

The following document(s) are associated with this transaction:

Document description:Ifain Document

Original filename: T:/p dffCSD 1007 pdf

Flectronic document Stamp:

[ETAWE CASEStamp [D=875359582 [Date=3/26/1998] [FileMumber=285%-0] [95
ficdahifeb3tasdec14beabd SThbef044E8 138440248044 10173232621 62949F1 0491
bd04f7EbHeba585a050876d6aBtb2eeSac 1bdade2e 16401a37 1aast]]

Notice of Electronic Filing

April 6, 1998
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Set Up Automatic Mail Notification

The automatic mail notification function will alow you to receive notification via e-mail. This
procedure will guide you through the selection process.

STEP1 The interested party will access the ECF system through the Netscape icon.
2 Enter assign login and password. (See Figure 1)
2 Click on the [Submit] button to continue.

Thiz 1z 2 Restiicted Web Site. It 1z for authorized uze only. Unauthonized entry 12 prohibited subject to
prosecution under Title 18 of the TT.3. Clode. All activities and accesses are logged.

Login [nowarren |

ey oo |

Figurel

STEP 2 Click on Reports located on the DCN Access bar to access the Automatic Mail
Notification. (See Figure 2)

F)CN Access Cout Fage Ek Events AP Events Reports

Figure2

STEP 3 Click on the Set Up Automatic Mail Notification hypertext link, located under the
title Other. (SeeFigure 3)

Case(s) Reports

@ Cuery hlodule @ Doclet Sheet @ Cages Filed
@ Calendar: By Casze or Tudee @ Tending Deadlines

Other Reports

@ View Transaction Log

Other
@ Set Up Automatic Mal Notification

Figure3

April 8, 1998 Education and Training Department
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STEP4 To set up notification, you have four selections to choose from.
Selection 1 - Receive notification in al case(s) you are a party, and case(s)
you are not a party, but would like to receive notice.
Selection 2 - Receive copies of Notice of Electronic filings.
Selection 3 - Recelve a summary report at the end of each day.
Selection 4 - Enter the e-mail address(es) to receive notification.

Selection 1: Selection one has two parts. (See Figure 4)

1. Receive notification of all case(s) you are a party.

2 Click inside the box to the left of Select this box to receive
notices of activity for all casesin which you are a party.

2. ldentifies the case(s) for which you would like to receive

notification of activity. Note: You do not have to be a party in a case

to receive notification.

2 Click inside the text box to enter alist of case(s) for which
you would like to receive notification of activity. Enter the
case number in the format Y'Y -### (i.e., 97-1234).

Step 1: Identify the cases for wlich you would like to recerve notification of activity.
IVl Select this box to recefve notices of activity for all cases in which you are a party.
In the following box enter a list of cases (you do not have to be a party i a case entered) for which you

would like to recerve notfication of activity. Enter case numbers m the format ¥7-#8H58E (ex. 97-1234).

Place each case mumber on a separate line.

44-1982 =

44-"7400

44-10032

44-5224

i _'l_I
Figure4

Sdlection 2: I you would like to receive a copy of each notice of electronic filing
generated in the case(s) selected above.
* Click inside the box to the left of Receive Copies of Notice
of Electronic Filing. (See Figure5)

Step 2: Check the following box if you wish to receive a copy of each notice of
electrome filmg generated mn the cases selected above.

¥ Recerve Copies of Notice of Electrenic filings

Figure5

Selection 3: At the end of each day you will receive a summary report listing al
cases (as selected above in Figure 4) for which filings occurred
during the day. (See Figure 6)
2 Click inside the box to the left of Summary report.

April 8, 1998 Education and Training Department
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Step 3: Check the followmg box it you wish to recerve a hsting at the end of each day
listing all cases (as selected above) for wlich filmgs occurred durmng the day.

I Summary report
Figure6

SHection 4: To receive any type of notification it is essential for you enter your
e-mail address.

* Click inside text box to enter your e-mail address or
addresses to which the information should be mailed.
(SeeFigure?)

2 Click on the [Submit] button to continue.

Step 4: Identify the email address or addresses to which the mformation should be

mailed.
\jnette_warren@ceg.uscourts.gDv ;I
Subrnit | Clear |
Figure7
STEP5 Verify the information that was submitted.(See Figure 8)

2 If you put a check mark inside any of the first three boxes the display
screen will indicate that function ison. (i.e., Summary Mail = on).
2 If you left the box blank, the display screen would signify no response,
which would indicate you are not requesting said notice.(i.e., Mail notice
of electronic filing =).
2 If you've entered an incorrect case number, the screen will display (i.e.,
98-3874 is not a valid case.

Zend Metificaton i all cases for which wvou represent a party = on

Clase list

44-19582 hMWMonette "Warren

447400 Valerie J. Srnith

A44-605%9 Thomas L. Hastines and Jose Chice

44 -6224 Domme DWleChrkein and Danielle TwlcClurkon

Iail notice of electromc filings =
Surmmary Mlail = on

Ilail Address

monette warrsnBceS . usScourts. gow

Figure8

Note: To add additional case(s) to receive notification, repeat process.

April 8, 1998 Education and Training Department
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To delete a case you no longer want to receive notification.

L 2K 2 R 2R 2

Access Set Automatic Mail Notification hypertext link.

Process Step 1: Identify the cases for which you would like to receive notification
of activity.

Remove check mark to indicate no notification requested.

Enter the case number you no longer want to receive notification.

Click on the [Submit] button.

Note: You have deleted any further notification of selected cases.

April 8, 1998
automil.mw
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Docket Sheet

Thiswill allow the user to view and print the docket for a specific case.

STEP 1 Click onthe Docket Sheet hypertext link under Case(s) Reports

STEP 2 The Selection Criteria screen will appear. (See Figure 1)
Disclit Repart

I Exigr & case misher m e Ceima 90-12344

& Zoet docket text wmng the Filng® dxts T Sort dockes o uang the "Enbsr”™ daje
& Dieplay Sacked taet @ enendmg soder  Dpley docket ki m descending order
I Stow Termnaied Parties

Sl:a'l:bnrl EhdIllhtl

Ehrrﬂm:r&ml 'EudIl-:-nmR-nnr!

Figurel

@ Enter the case number. Use the tab key to advance to the next field.

@ To sort docket text using the "Filing" date, click on that option.

@ To sort docket text using the "Enter" date, click on that option.

# Click inside the Starting Date field and Ending Date field to indicate the dates
that the report will display.

@ Click inside the Start Document Range and End Document Range fields to
retrieve information by docket number entry.

@ Click on the [Run Report] button to continue.

STEP 3 The Case Docket screen will appear. (See Figure 2)

L5 Huslarwpiry Cam
Somyitenn Thivivicd sl 4 phifars | S Do
Hambrmpiry Prdijen o 95 10081 1

drmgeed i Clacd bsigr Lpre [l Sl Do Fed 30150 e
(== ] Ol Taialilts- £
W eominry n [ Brmperned
Fiimad Captsd [t Tirwwiaizsd

Lrmier Copetomrged

Cits Canidiied
Tk
JApia fuyvinka ey i Bkl B ks
LTT Teownn Arwnan 61 Dada & Aareaoan
[ S R BT LT Sl T Sy
oo B2 SRR Tan 4B7

B Doy, 8 40101 -

AR S

Eomml ez inkaw- wemrrieort rme
Tisrws

Lask= T Hules

1 B N

L T, T4 BEO00-2T

(LR BT

Pl isie = [rmafird Fone

A ] Dhepie T'Wdaey Peiten, Sisdiss -] 5 Divie ol Fosal Aferd Thile e v B0 e ba

BTV B iy Bkl B Sackr of Sarks B Arvecster o alall of ks Arecds [ecks. Bkl

S Eeropi of Tebminr Frses Fing Fre Ferspt Hemiey #9718 Fre dosess 1794081 irrisid) dermnrstin ]|
sl B

@ Click on the docket number hypertext link to view the specific document.
@ Select the print button on the Netscape power tool bar to print the docket sheet.

August 18, 1998 Education and Training Department
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Query Module

The query module is an application that retrieves case information. It is available in the ECF
System. It will provide avariety of inquiries for specific cases, including attorney, party, judge,
associated cases and notice of filing information as well as printing capabilities.

1.0 Accessing Query Module

The Query Module can be accessed by clicking on the Reports event located on the DCN Access
Menu Bar. A Case(s) Report screen will appear. (See Figure 1). Click on the Query Module
hypertext link.

Case(s) Reports
@ Cuery Wodule @ Docket Sheet @ Cases Filed
@ Calendar. By Case or Tudge @ Pending Deadlines/Hearings @ Pending Motions
@ Notions Ripe for Ruling @ Case Flags @ Jace Aping
@ Cases Ready for Discharge @ Docket Activity
Financial Reports

@ Professional Fees Eeport by Case @ Awarded Professional Fees by Recipient

Other Reports
@ Perform a Full text search @ Form Processing @ VView Transaction Log
Other
@ Set Up Automatic Mail Notfication

Statistical Reports
@ Create 5D Eeports @ Display SD Beports

Figurel

A Query Search Clueswindow will appear. (See Figure 2)

Query Search Clues

Case Number ||

Last Matne I First Matme I
Middle MName I SEN I
Type I j Tax [D I

RunCluery | Clear |

Figure2

April 8, 1998 Education and Training Department
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1.1 Finding a Case

The target case can be searched for in the following ways:

. the case number

. interested party

. social security number, or
. atax identification number

The fastest way is to type the case number in the first field of the Search Clues window. For
example:

98-30000

where "98" isthe year and "30000" is the case sequence number. Y ou must enter a dash between
the case year and number sequence, however; you do not have to enter leading zeros, and if you
want, you can typein al four digits of the case year (i.e., "1998-30000). Click on the RunQuery
button to perform the search. To search by name just leave the Case Number field blank and type
the namein the name field (Last,First, Middle). If you only know part of the name, you can use
wildcards. A wildcard is any combination of letters. For example, if you type "Wilki", you will
match "Wilkin", "Wilkins', "Wilkinson", and in fact any names that start with the letters you
typed. In the Typefield click the down arrow to open the type picklist (atty, court, creditor,
judge, party, etc.) and select the desired party. Click on the [Run Query] button to start the
search. A Select a Person screen will appear with names that match your search clue. Click on
the desired name.

Once a person has been identified and selected, the Query application will display aShort Case
Summary window (See Figure 4) with information such as Case Number, Debtor(s) name,
Bankruptcy Chapter, and Judge. It will also display menu items under Available Query
Options.

95-30001 Burt Feynolds
Case tvpe: bl Chapter: 7 Asset: n Vol: «

Available Query Options

@ Anorney @ FParty
@@ Calendar Bv Casze or Judse @ Judee
@@ Associated Cases @ Docket Beport
W Creditor W INMotice Of Filing
Figure3 1.2 Quer
April 8, 1998 Education and Training Department
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M enu Options

The following menu items are summarized in the next eight tables: Attorney, Calendar by Case
or Judge, Associated Cases, Creditors, Party, Judge, Docket Report, Notice of Filing.

Item Action
Attorney Displays attorney(s) associated with the case
Item Action
Calendar: By Case | Display matters scheduled for hearing for each judge,
or Judge with date, time and location. (Note: Seejob aid on
Calendar by Case or Judge)
Item Action
Associated Cases | Displays cases related to the case (i.e. Adversaries).
Item Action
Creditor Displays the creditorsin the case.
Item Action
Party Displays all parties associated with the case.
Item Action
Judge Displays the judge assigned to the case.
Item Action
Docket Report Displays the case docket. Prints case docket. (Note: See
job aid on "Docket Sheet".)
Item Action
Notice of Filing Displays a Notice of Electronic Case filing with date,
time and court seal. Y ou can print the notice.

April 8, 1998
ecfgrmd.fc
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View Transaction Log

Thisreport will list all transactions made by an individual on a case based login.

STEP1

STEP 2

STEP3

Click on View Transaction Log hypertext link under Other Reports.

The Data Selection Criteria screen will appear. (See Figure 1)

Figurel

# Click inside the Sarting Date and Ending Date fields to indicate the dates
the report will display.
@ Click on the [Submit] button to continue.

The Transaction L og screen will appear. (See Figure 2)

Figure2

@ Select the print button on the Netscape power tool bar to print the report.

April 7,1998
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Cases Filed Report

Thisreport will display Cases Filed, Discharged, Dismissed, Closed and Converted.

STEP 1 Click on the Cases Filed hypertext link.

STEP 2 The Select Criteria screen will appear. (See Figure 1)
Enter the Selection Criteria for Cases Filed Eeport:
Terminal Digit: || Judge: Trustee:
Case Type: Chapter: Office: Adler. Louise DeCarl Akers. Gregory A
= -~ — Bowie. Peter. Boldt Ralph O.

ap 7 3 Hargrowe, John J. Chaco, Jorgette

bk ;I 9 ;l ;I keyers, James ‘W, ;I Cuellar. Fred ;l
Sort by: 1st|Case Mumber = | 2nd] =] 3ed| = 4w =]
Date Filed Entered Discharged Dismissed Closed Converted

Start [1/1/1330 | | | | |

End [03/20/1998 | | | | | |

¥ Open Cases Only ¥ Show Borders on Report
Fun Report | Clear |
Figurel

4 Terminal Digit field click in the box and type the terminal digit(s)
for the report to display. For example (00-99, 7, 6).

& Case Typefield click on bk.

@ Chapter field click on case chapter.

4 Judgefield click on ajudge or leave blank.

@ Trusteefield click on atrustee or leave blank.

& Sort By field click on the down ¥ arrow to the right of the box and click on an
option for the report to display. Note: If you want the report to display
more than one criteria, repeat the process in the other boxes.

& Datefield click in the report box (Filed, Entered, Discharge, Dismissed,
Closed, Converted) and type in a start date and end date for the report to
display.

@ Open Casesfield click in the box to run the report on open cases.

@ Click on [Run Report] button.

April 8, 1998 Education and Training Department
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STEP3

The Report screen will appear. (See Figure 2)

Figure2

@ Click on the print button from the Netscape power tool bar to print the report.
@ Click on the hypertext link to view the case docket.

April 8, 1998
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Pending Deadlines’'Hearing Report

Thisreport will provide alist of case(s) with pending deadlines.(i.e., Claims Bar Date,
Objections due, Pending hearings, Chapter 11 Plan)

STEP1

STEP 2

Click on Pending Deadlines/Hearing Report from the hypertext link.

The Select Criteria screen will appear. (See Figure 1)

Pending Deadlines/Hearings Report

Trustee: Office: Deadlines/Heatings to include:

-

Akars, Gregory A SanDiego All Deadlines

Boldt, Ralph O. All Hearings

Chaco, Jargette 341 Meeting

Cuellar, Fred Administrative Bar Date

Dawig, Gerald H. j j Angwer Deadline j

Deadline DueMHearing Set between:
[3/20/1998  and [3/20/1998

Termminal Tigit(s): I I Adversary ¥ Bankruptcy
Sort by: 1)|Judge MNarne j 2)| Case Mo j 3)| j 4)|

Fun Fepart | Clear |

Adler, Lovise DeCarl
Bowie, Peter'd/.
Hargrove, John J.
Mesyars, James W.

Chapter: ¥ 7V 11 12/ 13

Figurel

# Judgefield click on ajudge or leave blank.

& Trusteefield click on the down ¥ arrow to scroll through the list and then
click on atrustee or leave this field blank.

& Officelocation field click on San Diego.

@ DeadlinesHearingsto include field click on the down ¥ to the right of the
box and scroll through the event list to select an event.

@ Deadline Due/Hearing Set between field click in the boxes and type dates for
the report to display.

@ Chapter field click in the applicable box.

€ Terminal Digit(s) field click in the box and type the terminal digits. For
example (00-99, 7, 6).

@ Adversary or Bankruptcy field click in the box.

@ The Sort By field gives you four boxesin which to select criteria. Click on the
down ¥ arrow to the right of each box to select the criteriafor the report to
display.

@ Click on the[Run Report] button.

April 7, 1998
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STEP 3 The Pending Deadlines/Hearings Report screen will appear. (See Figure 2)

[ G| weiee

=

Figure2

@ Click on the print button from the Netscape power tool bar to print the report.
@ Click on the case number hypertext link to view the docket.

April 7, 1998 Education and Training Department 2
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